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State of California DEPARTMENT OF WATER RESOURCES California Natural Resources Agency 
 

JOB DESCRIPTION AND POSITION CLASSIFICATION 
 

CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      
COLLECTIVE BARGAINING IDENTIFIER 

 
Management Related BU: 

        

 
Supervisory Related BU: 

        

 
Confidential Related BU: 

        

 
Rank and File BU: 

        

RESPONSIBILITIES EXERCISED  

  Supervisory  Lead Person 

IMMEDIATE SUPERVISOR (Print) 

      

SUPERVISOR'S CLASSIFICATION  

      
APPROVED BY (Personnel Analyst's Name)  

      

DATE 

      

Percent of 
Time Activity 

            

SUPERVISOR’S STATEMENT: I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE. 
SUPERVISOR’S NAME (Print) 

      

SUPERVISOR’S SIGNATURE 

 
DATE 

EMPLOYEE’S STATEMENT: I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE 
 RECEIVED A COPY OF THE DUTY STATEMENT. 
EMPLOYEE’S NAME (Print) 

      

EMPLOYEE’S SIGNATURE 

 

DATE 
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CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      

Percent of 
Time Activity 

            

 


	Activity
	Activity

	MRBU: Off
	Management Related: 
	SRBU: Off
	Supervisory Related: 
	CRBU: Off
	Confidential Related: 
	RFBU: Yes
	Rank and File: R01
	responsibilites: Off
	IMMEDIATE SUPERVISOR: Karen Gehrts
	SUPERVISOR'S CLASS: EPM I (Supervisory)
	personnel analyst: Andrea Riley
	personnel date: 07/01/14
	PERCENT OF TIME: 




















35%
	activity: POSITION SUMMARY
The position serves as the Environmental Water Quality and Estuarine Studies (EWQES) Branch lead for budget preparation, program analysis, program control and contract preparation.  Budget and contract administration for the Interagency Ecological Program (IEP) is particularly complex, requiring this position to coordinate independently with the technical and administrative staff of multiple State and federal agencies and other Department and IEP stakeholders, track budget expenditures, and work with the contract managers to ensure that deliverables are received in a timely manner.  These activities also require close coordination with Division and Department budget and contract analysts.

ESSENTIAL FUNCTIONS
The incumbent will utilize the Microsoft Office Suite to successfully organize and coordinate the budgeting, contracting and program management activities of technical staff within the Branch and the technical and administrative staff of the IEP participating agencies. This position requires the incumbent follow Department policies and procedures, work cooperatively with others, maintain regular, consistent attendance, exercise good judgment, and follow Department polices and procedures, including safety policies.  The specific essential functions are:



Responsible for budget and program control activities for the Branch, including preparing the Branch's budgets and coordinating budget activities such as: budget entry into COGNOS, work authority revisions, resource agreements, budget change proposals, program component statements, program cost center revisions, implementing appropriate cost sharing within the IEP, responding to management and advising management on budgetary issues and tracking and preparing monthly and quarterly cost expenditure and projection reports. 
	classification: Associate Governmental Program Analyst
	appointee: 
	dwr position number: 0360-5393-001
	sap personnel no: 
	sap position number: 50031575
	division: DES / EWQES 
	mcr: 1
	percent 2: 35%








30%
	activity2: Act as the lead for EWQES contracting by working closely with project managers to prepare and monitor internal and external contracts. The incumbent will: prepare the administrative contract documents and work with the project manager to develop the statement of work, monitor status of contract implementation with the Contract Services Office and provide recommendations to resolve problems, track contract expenditures, milestones and deliverables, assist with invoicing issues for payable and reimbursable contracts, create contract requisitions and work closely with the technical and administrative staff of the IEP to develop the annual workplan and resolve any contractual issues.

Act as the lead for EWQES Program Management Activities by working closely with the Branch chief to develop and implement program management actives such as charters and a tracking strategy for project deliverables. Track contract and program expenditures, milestones and deliverables for internal and external contracts and projects within the branch and the IEP.  Prepare Branch quarterly program reports for the Division Chief and IEP Coordinators, make budget, contracting and program management recommendations to Branch program and project managers, develop and maintain journey-level knowledge of federal and State budget and contract procedures.

KNOWLEDGE AND ABILITIES
Knowledge of personal computers, Microsoft Office software programs are required. Knowledge of SAP, COGNOS and principles and best practices of business administration and management of government functions are desirable.

Ability to reason logically and creatively and utilize a variety of analytical techniques to resolve complex governmental and managerial problems; develop and evaluate alternatives; analyze data and present ideas and information effectively both orally and in writing; consult with and advise administrators or other interested parties on a wide variety of subject-matter areas; gain and maintain the confidence and cooperation of those contacted during the course of work; coordinate the work of others, act as a team or conference leader; and appear before legislative and other committees.

SPECIAL PERSONAL REQUIREMENT
Demonstrated ability to participate as a team player in a dynamic environment, creatively solve problems, open-mindedness, flexibility, and tact.

	supervisor name: Karen Gehrts
	employee name: 


